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103.  In this agency have you ever had a female Supervisor®
. Yes
. No
104. In this agency. have you ever had:a black supervisor?
a. Yes.
o
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105. This attitude survey could
- be an effective means of
communicating feelings
-about important issues- to
management. : 1 2 3 (2? 5 6
106. Now that you have answered the above, please feel free
- to write succinctly on any of the above topics and others
affecting Agency and DDO management that may not have
been included about which you feel particularly stronolv
-and on which you have suggestions for improvement or
corrective action. Comments from individuals disagreeing
with items 6, 8, or 31 are especially invited.

I AM QUITE DISPLEASED ABOUT THE."CLERICAL"™ SITUATION. IN FACT. I

- DETEST BEING CALLED A "CLERICAL™ HAVING WORKED IN STATE GOVT+ FEDERAL
-GOVT+ PRIVATE ENTERPRISE AS A LEGAL SECRETARY- ONLY TO BECOME A "CLERICAL
“FOR CIA. I THINK SOMETHING SHOULD BE DONE FOR THE TRULY EXECUTIVE SECRE-
ARY~ NOT ONLY IN TITLE BUT ALSO IN GRADE. I WORK FOR A SUPERGRADE THOUS

AT STILL CONSIDERED A "CLERICAL." I THINK THE EXECUTIVE SECRETARIES
RE AS MUCH IF NOT MORE INPORTANT THAN THE SO-CALLED "PERSONNEL ASSISTANT
R TADMIN ASSTS™ WHO ARE CLASSIFIED AS PROFESSTONALS AND WHO - ARE STILL
N THEIR LEARNING STAGES. EXECUTIVE SECRETARIES POSSESS CERTAIN SKILLS.
ACTS. "ABILITY TO GET ALONG WITH OTHER PEOPLE GENERALLY LIKE PEOPLE-
RE FLEXIBLE AND DO .NOT MIND PUTTING FORTH A LITTLE EXTRA EFFORT AND TINE
HEN NEEDED. UWE TAKE -ON ADDITIONAL RESPONSIBILITIES. TAKE TIME TO MAKE
HE OFFICE MORE PLEASANT AND GIVING LITTLE ADDED PERSONAL ATTENTION TO
AKING THE BOSS'S DAY. . WE KNOU EEBEREER WHEN TO REFER DIFFERENT PROSLENS
0 OTHER OFFICES AND HOW TO HANDLE DIFFICULT OR INSISTENT PEOPLE. & LITT

HARD GOES A LONG WAY IN ANY OFFICE.

15
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ACTUALLY> T LOVE WORKING FOR THE AGENCY. T WOULD N STpe

 MAKING A MOVE TO ANOTHER POSITIONs BUT I DO THINK THE LOSERCESEBEER

COULD STAND SONE LOOKING INTO. AS LONG AS YOU ARE MOVING UPLARD .

YOU 60 FROM SAY 9/Y TO /3 OR 12/5 T0 13/4. HOUEVER WHEN Yo 4t

SLOT BOUND-YOU WAIT FOR TWO AND THEN THREE YEARS BETUEEN STEPS AnG

WHEN THE REACH STEP 10. YOU'VE HAD IT- I DO NOT BELTEVE IN DISCoN-

TINUING THE PSI WHEN YOU REACH STEP 10 BECAUSE ANYONE SHOULD KNGE.

THAT JUST BECAUSE YOU HAVE REACHED STEP 10+ YOU DO NOT CONTINUE To

LEARN OR LROW ANY LESS IN WORTH. EFFICIENCY. 1IN FACT. YOU SHOLLD

BE EVENSVALUABLE. I KNOW THAT I HAVE ACQUIRED MUCH KNOWLEDGE 1IN

Y PRESENT POSITION AND LEARN MORE EACH YEAR- I FEEL T SHALL CONTIN

TO BE ABLE TO TAKE ON ADDED RESPONSIBILITIES AS I INCREASE MY KNOULESe-
OR PROCEDURES+ REGULATIONS. WORKINGS OF THE OFFICE~ ETC. HOWEVER. 5 -

AM GETTING NEAR THE END OF MY ROPE. 7/10. AND THERE IS NOT MUCH INCEn-

TIVE TO KEEP TRYING. THERE ARE ONLY THREE & SECRETARIAL SLOTS IN 7ot

DIVISION AND ONE 9. I THINK WE SECRETARIES ARE MORE DESERVING AND

IMPORTANT TO THE AGENCY THAN WE ARE GETTING CREDIT FOR BEING.

JUST WHERE WOULD THEY BE WITHOUT THE SECRETARIES? UE ARE A VERY THPo:-
TANT COG IN THE WHEEL AND THEY SHOULD RECOGNIZE IT AND LET US KNOU
THAT WE ARE NOT FORGOTTEN AFTER ALL. |
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LETTER OF INSTRUCTION: [

‘fAé‘Secretary'+o Chief TEast ASia'Support'Steff voﬁr"‘ 
1“medlate supervvsor tis. the Chlv*, East A%la Qupporu._;YouI‘

R

As an Orflce Nanacer I expect you to: |

AR . Arrlve qt tHe OfflCP in the mornlno'ln QLfflClenL
o time to- ‘have .thesafes: opened, mail plcked up, and other
similar duties pexformed so that. there is an orderly open—
lvlnc of bu51ness "jk? L o » ‘

) , b Establlsh and maintain office procedures, files
- ~and reco*ds .Since you have responsibility fcr keeplnv
“the regulations up to date, I expect you to be familizar
.with the various reoulatlons which apply to the Support
_elements in order to provide
our units" 7 T YT 1igh turnover rate) with
assistance in rosearching the various regulations which
- apply ‘in certain cases. ' This lnblLdGS DDO regulations and
Standardized Regulations as well. Agency regulations.
You should also be familiar with unique East Asia i
concerning our stations such as Vietnam, [ |
wh TS Certaln special Deuetha are authorized.. .- :

c. Prov1de guldanfe to ulL components of Lbe Starf
relating to the preparation of correspondence, cable .and
',telepouch procedures, and tra 1sm1ttal of pouch materlal
'-to the, fleld sLatlons .

_ d.” Walﬂtaln a chron01001ca¢ filing system of all .
correspondonce which T originate, makluc appropriate
notes for suspense.items, and ke ping‘me informed of the
status of pending cases. : ' : S

e.  Receive and Teview correspondence to me, research-
ing and attaching backgrcund information as appropriate.

,\..\
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£, Malntaln close worklnc relatlonshlp with the L
DlVlSlon -and Staff components _; . Rt L

2. As an Admlnlstratlve A551stane,

a. Rev1ew travel orders for: COOTdanaLlOH(S), ensure
»~that appropriate officials are included when spec1al pPro-
visions are included in .the travel orders requiring their
. approval,.and also-ensuring that -Chief, East ‘Asia Division . g
signs those travel orders requiring hlS approval. You will .

'also bring to my - attention travel orders on those 1nd1v1duals

Lo5X 1

Also, you are responsible for preparing the quarterly  report
to the SSA/DDA concernlng TDY travel of dependents as re-
qulred S . : S : .

b. Arrange app01ntments and conference. Have-a
general knowledge of what 1is to be discussed and material
needed

c. You are resp0151b1e for. schedullncr coaferences for25x1'
‘the East Asia COﬂference Roon

e. You will also monitor the Blood Donation Progran.
You are to notify branches and staffs of the date of the
Bloodmobile, securing donors and sending 1list to appropriste
oLflce for schedullnc app01ntments : :

f. You w1ll contarL the approprlate Sunport unit pass-
ing information from the Front Offlce in regard to particu-
lar requests/problems S A

g. You are respon51b1e for securing Reserved Parking
Permits for visiting Chiefs of Station. Also you will
monitor the East Asia Division Reserved Parking Permit list,
alerting me to changes affecting the dlerlbuflon of the
permits. You are also tesponsible for ordering cars for
visiting dignataries-as requested by various components.

2

Approved For Release 2006/02/07 E—BI;)?L]}-OO420R000400010023-4




S
~ R

o or . . . e A

.. -. °  Approved FgmRelease 2006/02/07 : C|A-§6b'§é-b34"0004000.10023-4

.7 - N .. i
4

'h., . You are responsible «or the care and mainten- ..
ance of the Xerox machine. You are to contact the = . . -,
- technician for service,.. You also are to continue -to
monitor-the-.usage of ‘these machines, keeping monthly
-'totals and adv151n0 me of any excess charces

e Prepale and maintain T&n cards.w.You are to’ _
~:cont1nhe your system of monitoring the overtime expended . -
~ by the Support. Staff and noting the Teasons - for any. sub—
‘*stantlal increase 1n.the amount thereot._.

'fi',3=_- e "'J Promote a- cont1nu1n0 hdrmonlous atmosphere and
LT L .smooth flow of bu51ness 1nto and.out = of my offlce.m.

) k.x Malntaln the strlctest confldence on the substance
~of all office matters not 1ntended for release to the staff
or otheT components ' : : :

1»’&ROUL8't0 ‘the approprlate Suoport unlts those
matters/inquiries which you determine need not be handled
by me. Since 80% of the incoming cable traffic is routed
through Support to our various units, you will see that a
timely distribution is made in order to allow the action
offlcers to respond promptly o

m. Prepare routlne COTT°SPOH(1€HC€ for I'l}" signature.

3. As a Secretary you w111:

a. Take dlctatlon and tra isCT 1be Corresoondence
originated by me. : -

_ "b. Rec:elv'a telephone calls and visitors.. Yoo‘wiil
- - know when to 1nterrupt a conFe*ence and ho to handle.
. dlfflcult cases. o , _ -

Attend Support ﬂQELIPUD add take note:, ‘as required.

‘d. Take d1 tatlon (cables usually) from other compon-
ents located in other buildings and finalizing such corres-
pondence for signature and release when time 1is of the
essence. You will also be required to monltor.phone calls

at certain times, taking notes of conversation and trans-
cribing. ' ~

‘—\,._A'--.,...,-
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‘e. Know who's who “in ~the Division, DDO, DD/A and
promote cordial relationship with these offices.

Sl

ACKNOWLEDGED: . -

2 5 NO‘/ TSM

Date_,

ILLEGIB . -

4
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